A Quick Microsoft Access 2007 Tutorial

By Charles W. Neville, © Charles W. Neville, with modification by Leith Chan, Vicky Wong and Steven Lu

Verbatim copying and redistribution of this tutorial are permitted in any medium provided this notice and the
copyright notice are preserved.

This tutorial 1s intended for students who need a quick introduction to Microsoft Access, but it will be useful
to anyone needing such an introduction. To get the full benefit of this tutorial, you will need a computer with
500 megahertz (MHz) processor or higher and running one of Microsoft Windows XP with Service Pack (SP)
2, Windows Server 2003 with SP1, or later operating system. You will also need at least 1.5 gigabyte (GB)
hard disk space to have Microsoft Access 2007 installed (a portion of this disk space will be freed after
installation if the original download package 1s removed from the hard drive).

Microsoft Access 2007 provides a library of prebuilt database solutions to get you started quickly
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Introduction

Though Microsoft Access is NOT synonymous with database systems; there are more copies of Microsoft
Access in use than any other database system. It therefore behooves computer science students to be at least
superficially familiar with MS Access. This tutorial will guide you through some of the basic point-and-click
stuff, and will even show you how to issue complex SQL (Structured Query Language) queries. You will
open the Northwind Microsoft sample database and query it in various ways. This 1s a HANDS-ON tutorial; it
gives you step-by-step directions for carrying out simple tasks in Access. As you read, you should have a
copy of the Northwind database open in Microsoft Access 2007, and you should carry out the tasks yourself,
exactly as directed.

First, a few words about what Microsoft Access 2007 1s and 1sn't. People who don't really understand what a
relational database system 1s, and people who don't actually understand what Microsoft Access 2007 1s, will
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tell you that Microsoft Access 1s not a fully relational database system. In the database world, not being fully
relational 1s very bad. Don't worry! The people who tell you that are like those who try to tell you that Linux
1s not a 32 bit operating system. Microsoft Access 2007, and its predecessors Access 95, 97, 02 and 03, are
excellent fully relational database systems.

But Microsoft Access 2007 does have a few shortcomings. The principle shortcoming is that it is almost
impossible to enforce reasonable security restrictions with Microsoft Access 2007. So if you want a variety of
users to interact with a database, you should move up to Microsoft's SQL Server, an Oracle database above
the level of Oracle Personal Edition, or the wonderful, and FREE, MySQL. (And let us not forget to mention
the higher levels of FileMaker Pro as good possibilities.) As a certified Microsoft hater, I would naturally
prefer that you move up to Oracle, MySQL, or FileMaker Pro, but I have to be fair. Microsoft's database
products are extremely good, easy to develop for, readily accepted by the outside world, and always good
choices.

An Access Database Open and Ready for Use
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This tutorial is divided into chapters. You probably should go through the chapters in sequence, starting with
chapter 1.

Chapters

GettingStarted.
Adding and Changing Data.

Simple Queries.

Creating Append Queries
Creating QBE Queries.
Multi-table QBE Queries.
SQL Queries.
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Chapter 1. Getting Started

Copying the Northwind Sample Database

The first thing you need to do is make a copy of the Northwind sample database to avoid altering and perhaps
permanently disabling it. You should use this copy instead of the original database while you go through this
tutorial. You can copy the Nothwind sample database from P:\ IMSE1013\Access\ Northwind.mdb to your U:
drive.

Opening the Northwind Sample Database
Step 1. Open your copy of Northwind by double clicking 1t. Microsoft Access will start up with a security

warning. Click the “Options...” button, check the “Enable this content” checkbox and then press OK
button.
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Step 2. If all goes well, you will see the opening screen of the Northwind database. Press the OK button to get
the Northwind Traders splash screen out of the way and start working with the actual Northwind database.

The opening screen of the Northwind database
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Moving around the Northwind Database

Once the opening splash screen is out of the way, you can see the database window. It consists of a number of
tabs, each of which displays a different aspect of the database. Typically, the Northwind database opens with
the Forms tab selected. In Microsoft applications, Forms are windows used to interact with the application.
Later, after you have finished this tutorial, you might want to satisfy your curiosity about forms. If so, try
selecting the Main Switchboard form, drageing it to the layout (or double clicking it). As 1s typical in
Microsoft applications, you can close a form by clicking the small x at the top right of the form on its title bar.
(Be careful not to click on the x at the top right of the Microsoft Access title bar, or you will close Access
completely.) If you want to find out how to build your own forms and develop Microsoft Access applications,
try find a book on Microsoft Access.

The forms tab of the Northwind database window
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We are mainly interested in the relational database aspects of Microsoft Access, so let us open the 7ables tab
and look at some of the tables in the Northwind database.

Step 1. Press the tab marked 7ab/es under the list of Objects at the left of the database window, and then
clicks ONCE on Customers to select the Customers Table.
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The tables tab of the Northwind database window with Customers selected
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Step 2. Right-click the Customers Table and click Design View on the shortcut menu to view the design (table
definition) of the Customers Table. Notice the small key by CustomerID. As you have probably already
guessed, this means that CustomerID i1s a key field.
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The design of the Customers Table
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Move the small vertical scroll bar at the right side of the table description window up and down, if necessary,
so you can read the names and data types of all the fields in the Customers Table.

Caution: Do not change any of the table field definitions, as you do not want to mess up the database.
(Changing table field definitions without knowing what you are doing is one of the few really bad things you
can do to a database. If you change the table field definitions, you will destroy a large part of the data in the
table.)

Step 3. After you have inspected the Customers Table design, click on the small x at the top right of the
Customers Table on 1ts title bar to close the table definition panel and return to the 7ables tab. Again, be
careful not to click on the x at the top right of the Microsoft Access title bar, or you will close Access
completely.

Viewing the Data in the Customers Table

Step 1. Be sure the 7ables tab 1s visible in the database window. Open the Customers Table by double-
clicking on 1t. This will display the data in the table.
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The Customers table opened
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The Customers Table contains only 91 records, so it 1s easy to scroll through the opened table and view all the
records. Move the vertical scrollbar up and down so you can inspect the data in some of the records. Move the
horizontal scrollbar back and forth to view all the fields in a given record. Then close the table by clicking on
the small x at the top right of the table on its title bar. Again, be careful not to close Access itself.

Getting Familiar with the Remaining Tables

View the definitions and data for each of the other tables in the database window. Note the large number of
datatypes supported by Access. These include fext fields of various sizes, memo fields which are text fields of
unlimited size, number fields, autonumber fields, and even image fields. To actually see the images in the
Picture field in the Categories Table, you have to double click them while the table is open. Those of you
familiar with object technology will be able to see that Microsoft Access 2007 1s in part an object oriented
database because access methods (to view images for instance) are bundled with the data. However, Microsoft
Access 2007 1s not fully object oriented because (1) it does not support inheritance, and (2) you are not able to
specify the access methods for fields in a table.

What's Next?

The next thing to do is to study how to Add and Change Data
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Chapter 2. Adding and Changing Data

Adding Data to the Customers Table

To add records to a table, all you have to do is type them in. Let's add a record for a new customer,
Restaurante Villa, to the Customers Table.

Step 1. Be sure the Customers Table is open in the database window with 1its data displayed. Click on the [»+]
button at the bottom of the Customers 7able window to move to the blank record at the end of the Customers
table. The cursor should be positioned in the Customer [D field of the record.

Adding a new record
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Step 2. Enter RS7VA in the Customer ID field. Click on the next field, the Company Name field and enter
Restaurante Villa. Then repeat this process to add the following information to the following fields of the
Restaurante Villa record: Pancho Villa to Contact Name, Manager to Contact Title, Avda. Azteca 125 to
Address, Juarez to City, Mexico to Country, (5) 5355 4781 to Phone, and (3) 555 4782 to Fax. Click anywhere
outside of the new record to save it. (There will be no feedback that the new record has been saved.)

The completed Restaurante Villa record
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Changing Data in the Customers Table

Suppose you have just learned that Pancho Villa is not the manager of Restaurante Villa, rather he is the
owner. To make the change, all you have to do 1s type 1t 1n.

Step 1. Be sure the Restaurante Villa record 1s visible in the Customers Table window. Click anywhere on
Managerin the Contact Title field to place the cursor there.

Ready to change the Contact Title tield of the Restaurante Villa record
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Step 2. Use the Delete or Backspace key to erase Manager, and then type Owner in its place to make the
change. Click anywhere outside the Conzact 7itle field to save the change. (There will be no feedback that the

change has been saved.)
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Changing the Restaurante Villa record
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Deleting Data from the Customers Table

Sometimes you need to completely delete a record. Let's delete the Restaurante Villa record so we can restore
your copy of the Northwind sample database to its original state.

Step 1. Be sure the Restaurante Villa record 1s visible in the Customers Table window. Click anywhere on the
record to select it. This 1s VERY IMPORTANT, as not selecting the correct record may result in the WRONG
RECORD being deleted.

Ready to delete the Restuarante Villa record
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Step 2. On the Home tab, in the Records group, click the down arrow next to Delete and click Delete Record.

Deleting the Restaurante Villa record
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BE suppliers Yellington Importadora Paula Parente Sales Manager Fua
- = Yhite Clover Markets Karl Jablonski Owner 308
o v ¥ilman Kala Matti Karttunen Owner/Marketing AssistaiKesk
Jonns 7 Wolski Zajazd Zbvszek Piestrzenie Owner ul.
E:gP:sm f Restaurante Villa FPancho Villa Cuner Avda
Macros ¥
Modules 4
Recard: M 4 920f92 | » M} % No Filter | |Search |4 4
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Step 3. Because deleting

a record 1s an extreme change and an irreversible process, you will be asked to

contirm the deletion. Check carefully to be sure you are deleting the correct record.

Confirming the deletion of the Restaurante Villa record

ML BT SN Microsoft A Table Tools
Home | Create External Data Database Tools Add-Ins Acrabat Datasheet
5 —— = | = " A 5 i ion
‘ 7% & Cut i w155 n |§ = | .@ =y Mew Z Totals ZL ? L7 Selection
s —! 24 copy : = o ~ =8 save ¥ speliing | %) V3 Advanced -
View Paste - - ~||EH ~ 2= ||2k Refresh Filter Sizet
I = F Format Painter | el HA‘ ||& ||£H | _H L, | At~ | X Delete ~ ERMore~ || 4 | W Toggle Filter || Fit Fo
|| Wiews Clipboard = Fant LF] Rich Text Records Sart & Filter
All Access Objects | %
EH customers - ax
Tables =
| - - - i - -
Z1 categaries - Customer Company“Name Contact Name Contact Title
_!1’ TONEP Toms Spezialitaten Earin Josephs Marketing Manager Luis
= customers :
Tertuga Ees M | Avda
T Employess BEEGELEtaAY, Microsoft Office Access E‘ tative A
= Employees_Spouse Trail’ s Heaf e 722
Vaffel ierne You are about to delete 1 record(s). Sna
5 Order Details J 1 g
= Victuailles 1f wou dick Yes, you won't be able to unda this Delete operation. 2oy
=4 Orders et Ay Are you sure you wank bo delete these records? ager By 1
H Produds Die Wanderng tative Aden
ZH shippers Wartian Herlree e === ZET Tori
B suppliers Yellington Importadora Paula Farente Sales Manager Rua
Yhite Clever Markets Karl Jablonski Owner 305
iheries = Wilman Kala Matti Earttunen Oyner/Marketing AssistalKesk
pormns 52 Wolskl Zajazd Ibyszek Pilestrzenie Owner ul.
Reports ¥
Pages ¥
Macros ¥
Modules ¥
-
Record: M4 4 (92 of 92 H K Mo Filter | [Search |4 | —— L5

Step 4. Click Yes on the
record 1s no longer there.

confirmation box to finish deleting the record. Observe that the Restaurante Villa

After deleting the Restaurante Villa record

(Oa e Ry S ~ Microsoft Access Tablz Tools
- Home | Create External Data Database Tools Add-Ins Acrobat Datasheet
i M‘ =Y ik e Tit = =B II@ | = New X Totals ‘fl ? “C7 Selection ~ .‘ﬁ]=
i = o | fa . 5 =]
View || Paste _';::ij__”:_m[_r (B 7 ul[A S -|E]=] [5=1:2][®7 || Refresh i:‘:er § ‘?::e”m'g fl' | Filter ?fd"arc:t sizet
| - at Painte PRI Al elete = E9q More vl oggle Filter || Fit Fo
|| Views Clipboard Is Font I Rich Text Records Sort & Filter
All &ccess Objects | % T —E
Tables 2
B categaries 7‘.Customer - Company“Name - Contact Name & Centact Title G
R | TOMSF Toms Spezialitaten Earin Josephs Marketing Manager Luis
| Tortuga Eestaurante Miguel Angel Paolir Owner hvda
£ Employees Tradicdo Hipermercados dnabela Demingsues Sales Eepresentative L,
I Employees_spouse Trail’s Head Gourmet ProvisiHelvetius Nagy Sales Associate Ta2
B3 Order Details Vaffel jernet Palle Ibsen Sales Manager Smag
. Victuailles en stock Mary Saveley Sales Agent P
= orders Vins et alcocls Chevalier Faul Henriot foccounting Manazer BS r
E Produs Die ¥andernde Kuh Rita Miller Sales Representative dden
B shippers Vartian Herkku Pirkko Koskitalo foccounting Manager Tori
B suppliers Vellington Importadora Paula Farente Sales Manager Rua
Yhite Clowver Markets Karl Jablenski Owner 305
fciies ¥ Vilman Eala Mattl Earttunen Oyner/Marketing hssistal Kesk
:erlsﬁ f Wolski Zajazd Ibyszek Piestrzenie Owner ul.
epol ¥
Pages ¥
Macros ¥
Modules ¥
Record: M 4 92 of 92 H [ Search |4 [T b

Finding Records in the Customers Table

To find a record in the Customers Table, On the Home tab,

procedure: Press C7RL+F) This figure shows the command:

IMSE1013: Database: A Quick Microsoft Access 2007 Tutorial

in the Find group, click Find. (Alternate

[‘ﬁ E;Rep\ace
= GoTo~

Find
Wi Seledt~

Find

. Find works just about the way Find
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works 1n your favorite word processor, so I won't present you with any screen shots. Just be careful that the
cursor 18 located in the column of the table containing the item you are looking for, because the default 1s to
search only down the current column. You should practice using Find. Try moving to the first record in the
table and then finding 7OMSP 1n the Customer ID column. Then go back to the top or the table and repeat

this for Karin Josephs in the Contact Name column.

The last thing you should do is close the Customer's Table by clicking the small x at the top right of the table
on its title bar. Be careful not to click on the x at the top right of the Microsoft Access title bar, or you will
close Access completely.

What's Next?

The next thing to do is to study Simple Queries
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Chapter 3. Simple Queries

What Are Queries?

It is easier to give examples of queries than to give a formal definition. So consider, for example, the Products
table in the Northwind sample database. The Products table lists both current and discontinued products. You
can tell which 1s which by looking at the Discontinued field of the Products table. Suppose you want a list of
all current products. It 1s inconvenient to print out all 77 product records in the table and then run down the
list by hand and check off those which are not discontinued. It would be far easier to let the computer do the
work by querying the database and getting a machine prepared list of current products. This 1s where querzes
come 1.

Microsoft Access 2007 allows you to create queries and store them for reuse. The stored queries are listed in
the Queries tab of the database window. As it turns out, the designers of the Northwind database have already
created and stored the very query we are interested in to list all current products. The name of the query 1s
Current Product List. Let us examine and then run it.

Examining the Current Product List Query

Step 1. Be sure the database window 1s visible. Click on the Querres tab of the database window to make the
list of stored queries visible. Click ONCE on the Current Product List query to select it.

The queries tab of the Northwind database window with Current Product List selected

) L 2 )+
R B —
Ll
| Home | Create External Data Database Toals Add-Ins ‘
=11 J!'- Cut I =
74 N ==
V | i t
| i |I = jFerntPalnter '||B al U”:H-'2 |lj=l_
WViews || Clipboard | i Fant
All Access Objects RIS
Tables ¥
Queries 3

| Quarterly Crders by Product
@ Alphabetical List of Products
@ Category Sales for 1997

@ Employee Sales by Country
@ Invoices

@ Invoices Filter

COrder Details Extended
COrder Subtotals

Crders Qry

Product Sales for 1997
Products Abaove Average Price

Products by Category

|G W G G G

Step 2. Right-click the Current Product List query and click Design View on the shortcut menu to view the
design (query definition) of the Current Product List query.
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The design of the Current Product List query

(O H9- o i Query Tools | Microsoft Access
- Home Create External Data Database Toaols Add-Ins Acrabat Design
' = x' D Unian oP= alnsertRows 4 Insert Calumns z #fpro
R - ==t § |ﬁ
o L] - 1 E b Q Pass-Thraugh k =" Delete Rows '#' Delete Calumns [ﬁ
View  Run ‘Select | Make Append Update Crosstab Delete o Show . o Totals @
- | Table ﬁ Data Definitian Table o;\ Builder 3‘] Return: |All = =] Par
Results Query Type Query Setup Show/t
All Access Objects -l ¢
b= ¥ == Current Product List
Queries 3
E9  Quarterly Orders by Product Product List
* Y
ﬁ Alphabetical List of Products 2 Pradudin |§|
ﬁ Category Sales for 1997 ProductMa
ﬁ o t Product List SupplierlD
H Current Product Lis Citighiyinee
ﬁ CurrentProducts
ﬁ CurrentProductsAndSuppliers T 7
@ EmblovesSales by C s M| ProductName | Discontinued
- TR RS BN DY |Preduct List |Preduct List
ﬁ Invaices - ;.—‘_scen:'ir‘.;
e ]
ﬁ Invaices Filter
ﬁ Order Details Extended
@ Order subtotals
@ Orders Qry

The desien view of the query, which you are looking at now, presents the design of the query in a graphical
format. Move the vertical scroll bars in the Product List box up and down to see what fields are available in
the Product List table. Notice the checks at the bottom of the Product/D and ProductName columns of the
design window. These indicate that the ProductID and ProductName fields will be shown when the query 1s
run. Notice the /ack of a check at the bottom of the Discontinued column. This indicates that the Discontinued
field will not be shown when the query is run. Finally, notice the No in the Criteria row at the very bottom of
the Discontinued column. This indicates that that only those records with No in their Discontinued fields will
be selected when the query is run. In this way, the query will list the product IDs and names of all current
products, but will not list any discontinued products.

Note. You may have wondered, where did the Product List table come from? After all, the correct name of the
table in the database is Products. The answer is that Product List 1s an alias for the Products table. This
introduces an unnecessary complication into the query, and I suppose the designers of the Northwind database
used this alias just to prove they could.

Another note. The graphical format used by design view has another name, Query By Example or QBE, so
design view could equally well be called QBE View. Of course, Microsoft doesn't call it that, perhaps because
QBE was invented by IBM. QBE was originally a simple text based method for entering queries. The second
generation of QBE became known as graphical QBE because it used a tabular graphical interface similar to
the one used by Microsoft and many other database vendors today. The graphical interface for second
generation QBE was much simpler than Microsoft Access 2007's because second generation QBE, despite its
name of graphical QBE, ran on the text based terminals used by the mainframes of the time.

Running the Current Product List Query

Step 1. Be sure the Current Product List query 1s open in design view. On the Desion tab, in the Kesults group,
click Run to run the query. (Alternate procedure: double-click the Current Product List query in the
Navigation Pane, or click it and then press ENTER.)
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Running the Current Product List query
(o I L S e R | Query Tools | Micrasoft Access

Home Create External Data Database Toals Add-Ins Acrobat | Design |

;E_EE %! +! 4 % x' JD Union I:I'LE }nlnsertﬂows uﬁu Insert Calumns z @Propertyiheet.

% - * @ Pass-Through —! Z# pelete Rows M Delete Columns .i;, Table Namgg
View | Run “Select | Make Append Update Crosstab Delete o Show o oy T Totals o
- Tahle ﬁ Data Definition Table =% Builder ﬂ.’,ﬂ Return: |All [z] Parameters
Results Query Type Query Setup Show/Hide
All Acc( Run
Tables| performs the actions specified in a Current Product List . m x
Querig Auery:

Product List

* .
¥ ProductD

Productha

Cuarterly Crders by Product

fii| »

EH Alphabetical List of Praducts
@ Category Sales for 1997

- 7 SupplierlD
@ Current Product List Categonil v
-

@ Employee Sales by Country 4 m‘ »
@ Invaoices
@ : . Field: | ProductID M| ProductName Discontinued =

Invoices Filter Table: |Product List Product I_Z:EF Product List

Order Details Extended Sert: |£scenazng

Show: D l:‘
Crder Subtotals Criteria: No
or: | | 2
Orders Qry
4 »

Product Sales for 1997
Products Abaove Average Price
Products by Category
Cuarterly Orders

b G G

Calar b Catanan:

If all goes well, the Current Product List query will run rather quickly, and the following table of results will
appear,

The result of running the Current Product List query
™ B R Microsoft Access

Cia
) :
| Home [ Create External Data Database Toals Add-Ins Acrobat

%;: I “—j % cut & -u = EE e | = New X Totals B Y 07 selection ©
153 Copy - 7 e | =8 save  spelling || %1 ¥ Advanced ~
View Paste v - - ||E2 i= i=||a82 . ||| Refresh Filter
= = F Format Painter |MHEI§; il |j_| All~ | X Delete ~ B More~ || % W Toggle Filter
Views Clipboard F] Font I Rich Text Records Sort & Filter
— -_
All Access Objects |
Tables 3 Current Product List
Queries A ———
; | Product - Product Name - =
Quarterly Crders by Praduct ’P;: et Elﬁ 2 48 I
|dniseed Syrup
@ Alphabetical List of Products 40/ Boston Crab Meat
EH Category Sales for 1997 60 Camembert Pierrot
@ Current Product List 18 Carnarven Tigers
1 Chai
@ Employee Sales by Country
2 Chang
& nvoices || 3% Chartreuse verte
EF Invoices Filter - 4 Chef Anten’s Cajun Seaseni:
@ Order Details Bxtended — 48 Chocolade
38 Cote de Elave
H Order Subtotal |
B Daeissi ot | 98 Escargots de Bourgogne
& ordersany | | 52 File Mix
FH Product Sales for 1997 - 71 Fletemysost
@ Products Above Average Price — 33 Geitost
| 13 Genen Shouyu
B Products by Category | 96 Gnocchi di nonna Alice
B Quarterly Orders || 31 Gorgonzela Telino
EF Sales by Category || A Grandma’ s Boysenberry Spre
B sales by Year . 37 Gravad lax
69 Gudbrandsdalsost
@ Ten Maost Expensive Praducts | | 44/Cula Malacca
0 Customers and Supnaliers by .., A MimhAr Gommd hArchen

This table of results is referred to as the Datasheet View of the query.
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Move the vertical scroll bars at the right of the table up and down to view all 69 records in the table of results.
This 1s a lot easier than examining all 77 records in the original table by hand, isn't it?. And with real data,
where there may be thousands or even millions of records, machine run queries are essential.

The SQL View of the Current Product List Query

A query is really an SQL (Structured Query Language) statement or statements. Microsoft Access 2007 makes
1t possible for you to examine and edit the actual SQL statements making up a query by switching to SQL
View. Let us switch to SOL View and look at the SQL statements making up the CurrentProductlList query.

Step 1. Be sure the Current Product List query 18 open in design view. On the Deszen tab, in the Results group,
click View Menu and then click SOL View to look at the query in SQL view. (Alternate procedure: Be sure

the Current Product List query 18 open in Datasheet view. On the Home tab, in the Views group, click View
Menu and then click SOL View to look at the query in SQL view.)

Changing to the SQOL View of the Current Product List query

AN R

Query Tools  Microsoft Access
! Ciad il

Home Create External Data Database Tools Add-Ins Acrobat | Design

EE ' = ;E %" *' A % x' D Union EDE Salnsert Rows | Insert Columns z [ Propert
- - E=" | - LA - 6 Pass-Through = = Delete Rows T.UJ Delete Columns Table M
o [

Ru ‘Select | Make Append Update Crosstab Delete

View | Show S T Totals
= Table w?, Data Definition || Taple * Builder Al Return: |All - S Parame:
1] peemm Query Type Query Setup Show/Hide
= Datasheet View
[ patest =
o— ¥ “F :
| PivotTable View = ﬁ Current Product List
: ~
duct Product List
ﬁ PivotChart View Bucts ® -
¥ ProductlD
Productia
| SQL 501 View | SupplierlD
—— l CategorylC +
1t
‘%‘ Design View v Al I@
- y v Field: | ProductID Y'iP‘::ductNme | Discontinued
B tnvoices Fitter Table: |Product List |Product List Product List
F3  Order Details Extended Sert: !Ascendins
Show: |
@ Order Subtotals i terie: |
@ Orders Qry GEd
E5 Product Sales for 1397
@ Products Above Average Price

Or,
0 (9 Q) 5

Microsoft Access

i

- | Home | Create External Data Database Tools Add-Ins Acrobat

i e i A
% B & Ccut T =5 m |§ : ; |v'IT | “@ =i New = Totals LS r
il 53 Copy [=—= ' Il e =Hsave  F speliing || £

Vi | Past: | - - - - 1= /== |22 || |- Refresh | Filt:

| tfw H vs < F Format Painter Hlniw”1||g;|@|g| |I g| s |I| 1Irle's ¥ Delete - EMore' I| ‘-}_/ .
il | | Font ) || RichText | I_ Records | I_ So

Datasheet View

‘- =

|«
o ¥ 5 s
| PivatTable View : = current Product List
% -
b Froduct -‘| Froduct Name
i ;
ﬁ PivotChart View | | 8 iniseed Syrup
HEES | 40 Boston Crab Meat
60 Camembert Fierrot
| SQL sqL |I | 18 Carnarven Tigers
b 1 Chai
% Desian View % _ 2 Chang
| | 39 Chartreuse verte
B Invoices Filter 4 Chef intor’ s Cajun Seasoni:
@ Order Details Extended - 48 Chocolade
B O 38 Céte de Elaye
ROELDERIGEER 58 Escargets de Bourgogne
= Orders Qy B 52Filo Nix
@ Product Sales for 1997 Record: M 4 é_i_qfsg' LA | & Mo Filter | Sga'r'_c'h“
@ Products Above Average Price
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If all goes well, you will see the following window appear,

The SQL View of the Current Product List query
(O e ey # Query Tools | Microsoft Access
o — | |
- Home Create External Data Database Tools Add-Ins Acrobat Design

E t—ﬂj" #' A EE }(' D Union ,_j Salnsert Rows & Insert Columns Z HF
E= =¥ Delete Rows #' Delete Calumns ’_‘3} T
\Ilew Run “Select | Make Append Update Crosstab Delete 2

" 0 Pass-Through
Show % T 5
Table @, Data Definition Table °\ Builder 2 Return: a] F
Results Query Type Query Setup Show

A

All Access Objects v ®
Tables

Queries

@ Current Product List

|

SELECT [Product List]. FroduetID, [Product List]. ProductName
| Cuarterly Crders by Product FEOM Froductz AS _n-—oau-» Lizt]

= 3 + WHERE ((([Preduct List].Discontinued)=No
@ Alphabetical List of Products ORDER BY [Product List]. ProductName-
Category Sales for 1997
Current Product List
Emplayee Sales by Country
Invaices
Invaices Filter
Qrder Details Extended
Order Subtotals
Orders Qry

Product Sales for 1997

R e T T

This window 1s actually a simple text editor. You can edit the SQL, enter more SQL, and cut, copy and paste
text. Thus, if you already have some SQL queries prepared in a text file, say one you wrote in Notepad or
UltraEdit 32, you can create an Access 2007 query by clicking Query Design in the Other group of the Create
tab to start a new query, switching to SQOL view, deleting the small amount of text in the SQL view window,
and then pasting in the text of your prepared SQL query. The really nice thing is that if you switch back to
design view, your query will appear there nicely in graphical QBE. Of course, you can run your new query as
we just did. You will get to do these things when you study SOL Querzes.

Note. The SQL produced by Access 2007 when you create a QBE query in design view 1s often unnecessarily
complicated. In the example above, there are lots of unnecessary parentheses. This 1s typical of machine
generated code, and Access 2007 should not be criticized on this account.

The last thing you should do is close the Current Product List query by clicking the small x at the top right of
the SOL View window on its title bar. Be careful not to click on the x at the top right of the Microsoft Access
title bar, or you will close Access completely.

What's Next?

The next thing to do is to study how to create an append query. After that, you will be prepared to study how
to create OBE Queries.
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Chapter 4. Creating Append Queries

What are append queries?

An append query adds a set of records (rows) from one or more source tables (or queries) to one or more
destination tables. Typically, the source and destination tables reside in the same database, but they don't have
to. For example, suppose that you acquire some new customers and a database that contains a table of
information about those customers. To avoid entering that new data manually, you can append it to the
appropriate table in your database. You can also use append queries to: (1) Append fields that are based on
criteria. For example, you might want to append only the names and addresses of customers who have
outstanding orders. (2) Append records when some of the fields in one table don't exist in the other table. For
example, suppose that your Customers table has 11 fields, and the fields in the Clients table in another
database match 9 of your 11 fields. You can use an append query to add only the data in the matching fields
and 1gnore the others.

Note. You cannot use append queries to change the data in individual fields in existing records. You can only
use append queries to add rows of data.

Create a select query?

Step 1. Be sure the database window is visible. On the Create tab, in the Other group, click Query Design.

Starting a new query

O | P S SN Microsoft Access
el Frrr——
Home | Create I External Data Database Tools Add-Ins Acrobat

E IE ;_ . = §=| i3] PivotChart @ ﬂ 2l Labels ;’;gi iZ

| = e =t e Nk Form. e |8 {_| Blank Repart
Table Table SharePoint Table i Form  Split  Multiple Faorm '| Report Report Query | Query | Macro
| Templates~ Lists~ Design || Form Items ‘=) More Forms ™ pesign || @\REF’UTTWVHW Design || Wizard Design -
Tables i i! Forms i || I Reports o Other

All Access Objects v« New Object: Query

T Create a new, blank query in
Design view.

Quarterly Crders by Product

The Show Table dialog box is
displayed, from which you can

choose tables or queries to add to
the query design.

Alphabetical List of Products
Category Sales for 1997
Current Product List

B 08

Step 2. This displays a new blank query in design view, and also presents you with the Show Zable dialog box
so you can choose which tables will be involved in the query. Select the Shippers table and press the Add
button.
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The new blank query in design view with the Show Table dialog box

H9-0-

Query Tools | Microsoft Access

Home Create External Data Database Tools Add-Ins Acrobat Design
r 3 o
| = > @D Union walnsert Rows § Insert Columns 2 Propert
s ! EEE ¢ A B A B: : - i
y " e Pass-Through =" Delete Rows 1‘ Delete Columns Table N
View Run 'Select | Make Append Update Crosstab Delete Show &5 Totals
- Table b 3 w2, Data Definition || Taplz 5™ Builder Al Return: | All oy Parame
Results Query Type Query Setup Show/Hide
All Access Objects A [R03
Tables ¥
Queries £ @ Queryl
i} Quarterly Orders by Product
@ Alphabetical List of Products
@ Category Sales for 1997
@ Current Product List
@ Employee Sales by Country
Show Tahle |
@ Invoices
=5 Invoices Filter Tables ‘Quaries | Bath |
@ Order Details Extended Categaries
Customers
=5 Order Subtatals Employees
- Employees_Spouse
@ Orders Qry Order Details
251 Product Sales for 1997 Do
@ Products Above Average Price &Jﬁw :
Suppliers
@ Products by Categary
@ Quarterly Orders
@ Sales by Category
@ Sales by Year
@ Ten Maost Expensive Products
@D Customers and Suppliers by ...
Forms ¥
Reports ¥
Pages ¥
Macros ¥
v
Modules ¥ fm|
v | | i
| \ | |
| \ I I
1] I ] | ] I ¥ I ]|

Step 3. Double-click the fields that you want to append. The selected fields appear in the Field row in the
design grid (the lower section of the query designer).

The new blank query in design view with selected fields

j ¥ Query Tools  Microsoft

External Data Database Toals Add-Ins Acrobat Design

Eﬂ' i' A % x' D Union E:}ID Zalnsert Rows 4 I
° ® °
w

b ® @ PassThrough =¥ Delete Rows W' D
Run ‘Select | Make Append Update Crosstab Delete Sho 5 =
- Table N’_ Data Definition Table \ Builder j_lﬂ R
Results Query Type Query Setu)
All Access Objects i <
Tables v |l = Quent
Queries 2 -
Guarterly Crders by Product Shlp?ers
Alphahetical List of Products s ShipperlD
Category Sales for 1997 LompanyName
Fhaone

Invoices

Invoices Filter

Order Subtotals

Orders Qry

Cuarterly Crders
Sales by Category

Sales by Year

by Gy G Oy G G O G G G G O GG G O

Current Product List

Employee Sales by Country

Order Details Extended

Product Sales for 1997
Products Above Average Price

Products by Category

Fiies Ml 8 i it i P ebie b

4 fu)

T T i

Field: |Compans¥aze | T v | |

Tabls: [Shipper: Ishipue:s | |

Sart: | | |

Shew: | | O i
Criteria:
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Testing the new Query
You should always test a new query by running it.

On the Design tab, 1n the Results group, click Run to run the query.

Running the new query
{;.E!%, 1= B AR | Query
Home Create External Data Database Tools Add-Ins Acrobat Desiy
[ m | = @D Union op= sl
EE | - Eﬁ! #! y! - x! @ PassThrough 5 =L
Vifw Run Select #-Labl»: Append Update Crosstab Delete ﬁ’_Data Ser iggl\.: :‘:{\B
I Resuits | Query Type
All Acc{ Run
Tables| Pperforms the actions specified in a ueryl
Querig A4EN %
ﬂ Quarterly Crders by Product ShipEJers
@ Alphabetical List of Products 7 ShipperlD
@ Category Sales for 1997 CompanyName
Fhone
@ Current Product List
@ Employee Sales by Country
@ Invoices
@ Invoices Filter
@ Order Details Extended
@ Order Subtotals
@ Crders Qry
EH Product Sales for 1997 m|
@ Products Above Average Price - -
@ Products by Categaory PM‘_-'W“F'\-EDE I};:f:;:s v-
@ Cuarterly Crders | |
@ Sales by Category 2 I l
= Qalec hurvear ox:

If all goes well, the new query will run rather quickly, and the following table of results will appear,

The result of running the new query

(Ca = - Micre
R ——
| Home | Create External Data Database Toals Add-Ins Acrobat

W TiAE e s

- 153 copy —_—————— |
e e F Format Painter B £ EH,A'”&'”@'”EE'J &

JCEIR(E;
]léé,?_.l Refres!
| & | Al
Views. || Clipboard | Font I Rich Text

All Access Objects Sl [
Tables

Queries
Quarterly Orders by Product | ] B (503) 555-9¢
Alphabetical List of Products \United Packagzi (503) 555-3

| £ - —g¢
s \Federal Shipp: (503} 555-9¢

= Queryt
Company Nam -  Phone -

» |«

=

Current Product List
Employee Sales by Country
Invaices

Invoices Filter

Order Details Extended
Order Subtotals

Orders Qry

Product Sales for 1997
Products Abave Average Price
Products by Category
Quarterly Orders

Sales by Categary

Sales by Year

Ten Mast Expensive Products

O E GG E 6 S

Customers and Suppliers by ...

Farme %
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Saving the New Query

Ca
You need to save your new query for future use. To save the query, click the Microsoft Office Button (‘“ ,

and then click Save. Save the query as AppendQuery.
Convert the select query to an append query
Step 1. Right-click the AppendQuery and then click Design View on the shortcut menu.

The design of the AppendQuery

(Oin d9-v i QueryTools  Microsoft Access
LS ﬁ o —

Home Create External Data Database Toaols Add-Ins Acrobat Design

—E ljj' #' x' @D Union :?Ji ZalnsertRows 4 Insert Columns z 5 Property Shest
E‘ E * @ Fass-Through ¥ Delete Rows # Delete Columns 5 Table Name;]
VIEW’ Run | Select | Make Append Update Crasstab Delete g

Show Totals
Tabhle g"_ Data Definition Tahle \ Builder J] Return: |All s ['zl Parameters
Results Query Type Query Setup Show/Hide
All Access Objects i << | [
Tables v |[M = AppendQuery
Queries %
B Quarterly Orders by Product Shippers
-
@ Alphabetical List of Products 7 ShipperlD
£ AppendQuery CompanyMame

Phone
@ Category Sales for 1997

@ Current Product List

@ Employee Sales by Country

@ Tnvoices

@ Invoices Filter

@ Order Details Extended
@ Order Subtotals
@ arders Qry 4 @
EF Product Sales for 1997
@ Products Abave Average Price f_;,:;: ;:2:;;;me
B Products by Categary Sort:
Shaow:
@ Quarterly Crders e
EF sales by Categary s
@ Sales by Year

@ Ten Most Expensive Products

D Custamers and Suppliers by ...

Forms
Reports
Pages

Macros
Modules

|||

Step 2. On the Design tab, in the Query Type group, click Append. The Append dialog box appears.

The AppendQuery with the Append dialog box

) o Microsoft Access
ﬂE‘g d9 | Query Tools | Microsoft Access
Home Create External Data Database Toals Add-Ins Acrobat Design
== ' Lﬁ" A x' dD Union j_I,':Ij 'ﬁlnsart Rows % Insert Columns z |§‘ Property Shest
- » E= - = - 0 Pass-Through —-‘ Delete Row "JJ Delete Columns Eﬂ Table N.ame;]
View Run Select  Make Append Update Crosstab Delete Sh Totals
- Table ﬂ Data Definition Table \ Builder j] Return: |All ¥ [-:] Parameters
Results Query Type Query Setup Show/Hide
All Access Objects S[ES
Tables v || = AppendQuery - m
Queries £
i Quarterly Crders by Product Shlppers
*
3 Alphabetical List of Products % Shipperd
= Appendquery CompanyName
Fhone Append
@ Category Sales for 1997 |
@ Current Product List Append Ta oK
Table Mame: | v |
=3 Employes Sales by Country
@ I @gurrent Database
H Invoices
() Another Database:
@ Invoices Filter File Marie | |
@ Crder Details Extended T
Browse. ..
@ Qrder Subtotals
@ Orders Qry " m )
3 Product Sales for 1937 _ T
Field: |CompanyNi | Fhans B
F3 Products Above Averane Prica £l panyrene o i
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Step 3. In the Append dialog box, click Current Database (if it 1sn't already selected), and then select

Suppliers as the destination table from the 7able Name combo box.

Appending records to a table in the same database

(B e e = Query Tools | Microsoft Access
el —
Home Create External Data Database Toals Add-Ins Acrobat Design
e = ¥ B Union o Zalnsert Rows | Insert Columns % Property Sheet
! el AE AN =R bgiens e
"1 = ePass-Through =" Delete Rows ,‘..J Delete Columns & Table Names

View Run Select Make |Append|Update Crosstab Delete

hd Tahle
Results Query Type

All &ccess Objects v,
Tables

Queries

#

=5 AppendQuery

» |«

Totals

Show 2
o, Data Definition Table ‘.\ Builder E‘,@l Return: |All = E[g] Parameters

Query Setup Show/Hide

B Quarterly Crders by Product Shippers
.

Phone
@ Category Sales for 1997

@ Current Product List
Employee Sales by Country
Invoices

Invoices Filter

Order Details Extended

F5 Alphabetical List of Products 9 shipperld
@ AppendQuery CompanyName

Append

Append To

Table Name:

<l

(&) Current Da|Employess_Spouse
Order Details

O ginather D4y ders

File larie Products

el [ S_h_ippar_s

|Suppliers

[

%[0

Order Subtotals

Orders Qry 4 m‘

Cancel

Product Sales for 1997

Products Above Average Price

L T .

Step 4. Microsoft Access 2007 now adds all the fields in the destination table to the Append to row in

the design grid.

Appending records to a table in the same database

(On) - ¢
el

Home Create External Data Database Tools Add-Ins Acrobat De

BEEE

}(' (D Union % e

* @ Pass-Through

=
View  Run Select Make |[Append|Update Crosstab Delete Show :
- Table w, Data Definition | Taple o™
Results Query Type

All Access Objects |

Tables ¥ 5 AppendQuery

Queries ES %

i Cuarterly Crders by Product Shlppers

*
EH Alphabetical List of Praducts 7 ShipperD
H AppendQuery CompanyMame
Phone

@ Category Sales for 1997

@ Current Product List

@ Employee Sales by Country

@ Invoices

@ Invaoices Filter

@ Order Details Extended

@ Crder Subtotals

@ Crders Qry 1 @

@ Product Sales for 1997 Sy | pe— iFh:he vi
B Products Above Average Price Table: |Snippers | Shippers l

Sort: | |

@ Praducts by Category ippend To: |Compansiame Pep— |
el i ETeRE Criteria:
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Testing the New Query
You should always test a new query by running it.
Step 1. On the Design tab, in the Results group, click Run to run the query.

Running the new query

ﬂc!:! d9- sy | Query Tools | Mict ft Access

Home Create External Data Database Tools Add-Ins Acrobat Design

' Eﬁ' *' x' D Unian ﬁr_'r'li DSinsert Rows  Insert Columns 2 (% Property Shee
* !' e -0 » 0 Pass-Through [ = Delete Rows "# Delete Columns Table Names
Run Select Make [Append|Update Crosstab Delete Show S\ = Totals &
- Table ﬁ Data Definition Table ®2™ Builder Zill] Return: |All = [2] Parameters
Results Query Type Query Setup Show/Hide
All Access Objects |
Tables ¥ = AppendQuery
Queries [
i Quarterly Orders by Product Shlppers
*
F3 Alphabetical List of Products ? ShipperD
@ AppendQuery CompanyMame
Phone
@ Category Sales for 1997
@ Current Product List
@ Employee Sales by Country
= Invoices Microsoft Office Access
@ Invoices Filter You are about to append 3 row(s).
@ BraerLetails Brented ! Yy Onceyou click ¥es, wou can't use the Undo command to reverse the changes,
7
@ Order Subtatals Are you sure you wantk to append the selected rows?
3 oraers Qy
F3 Product Sales for 1997 s = I |

Step 2. Click Yes on the confirmation box to finish appending the record

The table of results for the AppendQuery

(Do) g ) = Microsoft Access Table Taols
~ | Home | Create External Data Database Tools Add-Ins Acrobat Datasheet
T c =5 N = Total 3 €2 Selection ~ @] 2, Repl
4 RS o E S g (BN e | E) D S
— 153 Copy - . oy slsave 97 spelling || §] V9 Advanced - = Gol
Wi Past - - - || ~ ab, Refresh Filt Size to Switch Find
| S - J Format Painter |.B e HA ||§ H@ H | H idi ‘ fg_|’|{:S X Delete ~ R More - || 45 e W Toggle Filter Fn‘ Form w‘:gufmv " I sele
]_ Views || Clipboard ] Font £} Rich Text Records Sort & Filter Window Find
All Access Objects il e
Tables B = appe
Z Il = Appe
:3 Categories
B customers 4 suppliers mp——
B2 Employees Supplisr- Company Name - Contact Name - Contact Title - | Address x| -~
BEE Emoloyees Spouse &) 1Z Plutzer Lebensmittelgrofmérkte Nartin Eein International Marketi:Bogenallee 51
r ] 13 Nord-0Ost—Fisch Handelsgesellscl Sven Petersen Coordinator Foreign M Frahmredder 11Za
=
=8 {Qndee Defady | 14 Formaggi Fortini s.r. 1. Elio Ressi Sales Representative Viale Dante, 75
B orders 15 Norske Neierier Eeate Vileid Narketing Manager Hatlevegen 5
EB Produds 16 Bigfoot Breweries Cheryl Saylor Regional dccount Rep. 3400 — Bth Avenue
i 17 Svensk Sjofoda AR Michael Ejorn Sales Representative Brovallavagen 231 T
= > 18 dux joyeux ecclésiastigues Guyléne Nodier Sales Manager 203, Rue des Francs—EBour;
—| suppliers | 19 Wew England Seafood Camnery Robb Merchant Wholesale Adccount Age Order Processing Dept.
Queries 2 20 Leka Trading Chandra Leka Owner 471 Serangeon Loop, Suit)
B Quarterly Orders by Prod... I 21 Lyngbveild Niels Petersen Sales Manager Lyngbysild
250 Alphabetical List of Produ... | 22 Zaanse Snoepfabriek Dirk Luchte Accounting Manager Verkoop
- 23 Karkki Oy Anne Hellkonen Froduct Manager Valtakatu 12
B AppendQuery ; : ; :
24 G day, Nate Wendy Mackenzie Sales Representative 170 Prince Edward Parade |
5 Category Sales for 1997 25 Ma Maisen Tean—Guy Lauzen Marketing Manager 2960 Rus St. Laursnt 1
B Current Product List 26 Pasta Buttini s.r. 1. Giovanni Giudici Order Administrator Via del Gelsomini, 153
@ Employee Sales by Country | 27 Escargots Nouveaux Marie Delamare Sales Manager 22, rue H. Voiren
= 28 Gai paturage Eliane Noz Sales Representative Bat. B
B I
- nvoices T .
- 28 Foréts d érables Chantal Goulet Accounting Manager 148 rue Chasseur
@ Invoices Filter | 30 Speedy Express
EF  Order Details Extended 31 United FPackaze
@ Order Subtotals ( 3)2 Federal Shipping —!
I
EF Orders Qry =

What's Next?

The next thing to do is to study how to create your own QBE Queries. After that, you will be prepared to

study how to create SQL Queries.
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Chapter 5. Creating QBE Queries

Creating a New Query

The Current Product List query only displayed the Product ID and Product Name fields of the products which
have not been discontinued. Let us create a new query which will also display the Supplier and Category
fields. The fastest way to do this would be to open the Current Product List query in design view, and then
alter the query. But instead, for practice, we shall create a new query from scratch.

Step 1. Be sure the database window is visible. On the Create tab, in the Other group, click Query Design.

Starting a new query

Microsoft Access

Qo) 9= ) -

=) ——
Home | Create l External Data Database Tools Add-Ins Acrobat
N e OEEDBEE O i =)
= — == === [lBlank Form == [_| Blank Report == it = (R
Table Table SharePoint Table :I Form Split  Multiple Form |! Report Report Query Query  Macro
| Templates~ Lists~ Design || Form [tems <C=|MoreFarms = pegign | ﬂ Report Wizard pesign || Wizard Design -
| Tables 7i' Farms Il Reports Other
All Access Objects i % New Object: Query
Tables ¥ Create a new, blank query in
Queries P Design view,

i Quarterly Crders by Product
@ Alphabetical List of Products
@ Category Sales for 1997

) current Product List

The Show Table dialog box is

displayed, from which you can
choose tables or queries to add to
the query design.

Step 2. This displays a new blank query in design view, and also presents you with the Show Zable dialog
box so you can choose which tables will be involved in the query. Select the Products table and press the Add

button.

The new blank query in design view with the Show Table dialog box

(AN e e e Query Tools | Microsoft Access
[, S —_—
Home  Creste  ExternalData  DatabaseTools  Addns  Acrobat Design
[ e : @D Union Jalnsert Rows 3 Insert Columns % Prope
soe § |E3Et # A B X B X
>, @ Pass-Through 2 Delete Rows #’ Delete Calumns 5 Table
View Run |||Select| Make Append Update Crosstab Delete Show & T Totals '
+ Table ., Data Definition | Table S Builder E00 Return: |All - o) Parar
Results Query Type Query Setup Show/Hid
All Access Objects i e
Tables ¥
Queries 2 || = quemt
ET  Quarterly Orders by Product
£ Alphabetical List of Products
B Category Sales for1997
@ Current Product List
B3 Employee Sales by Country [— [ﬂli‘
B Invoices —
Tables | Queries | Both
EF Invoices Filter = | |
EF Order Details Edended gi:g;gf:
B Order Subtotals Employess
Employees_Spouse
B Orders Qry Order Details
Orders
EF Product Sales for 1997 SRR L EEEE .a
Shippers
EF Products Above Average Price Suppliers
EF Products by Categary
B Quarterly Orders
EF sales by Category
23 Sales by vaar
3 Ten Most Expensive Products
QD Customers and Suppliers by ...
Forms ¥
Reports ¥
Pages ¥
Macros ¥
Modules ¥ 4 @
Field: Vi | | ‘
able | | | |
Sort: | | | |
FREF L] | ] | ] | L] | O
oAt

Step 3. As the Products table will be the only table involved in the query for the time being, press the Close
button on the Show 7able dialog box. You are now ready to begin the real design work.
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Ready

to begin the real design work on the new query

(E!:: H9 ™ 5 Query Tools | Microsoft Access
=
Home Create External Data Database Toaols Add-Ins Acrobat Design
' = ' #' »4)' x' @D Unian ’-L',Jj SsinsertRows  Insert Calumns z % Pro)
i =] n
. . e b .. = * @ Pass-Through [ 3 Delete Rows M Delete Columns Tab
View Run |Select | Make Append Update Crosstab Delete Show - Totals ]
- Table ﬁ Data Definition Table 'v\ Builder ‘*_ﬂ,ﬂ Return: |All T2 Par:
Results Query Type Query Setup Show/H
All Access Objects ) % _@
v
Tables ¥ =i
Queries 2
Products
B Quarterly Crders by Product &
B Alphabetical List of Products ? Produdip
@ Cat Sales for 107 Productlame
SIEGLNAlesIOr SupplierlD
@ Current Product List CategorylD
@ P Sales by C 5 QuantityPerlUnit
mployee Sales by Country UnitPrice
@ Invaices UnitsnStock
@ i ki UnitsOnCrder
THERRREIN RearderlLevel
@ Order Details Extended Discontinued
@ Order Subtatals
@ Orders Qry
B Product Sales for 1997
@ Products Abave Average Price
@ Products by Category
@ Quarterly Orders 4 m
d Sales by Catego
@ }. M Field: v
@ Sales by Year Tahle:
@ Ten Most Expensive Praducts i
Show: Fl F O ] ||

Step 4. Be sure the cursor 1s in the first box of the Fie/d row and press the Zlbutton in the box to display the

field choices for the Products table.

Select Product(D.

Selecting the Product[D field for display

(ﬂﬂ H9-> e Query Tools | Micro:
: Home Create External Data Database Tools Add-Ins Acrobat Design
— D Unian = Zalnsert Rows
! 1+ A ! B: :
- ' | . 0 Pass-Through = Delete Rows i'
Run ‘Select | Make Append Update Crosstab Delete Show £
% Table 7, Data Definition || Taple 5™ Builder &
Results Query Type Query S
All Access Objects il e _@
3 Queryl
Tables v L),
Queries b
Products
Cuarterly Crders by Product o
Alphabetical List of Products % ProdudtiD
cat ' Sales for 1997 Productiame
SLEDDAIESTOf SupplierlD
Current Product List CategorylD
T S G CQuantityPerUnit
mployee Sales by Country UnitPrice

UnitsinStack
UnitsOnOrder
RearderLevel
Discontinued

Invoices

Invoices Filter

Order Details Extended
Order Subtotals
Crders Qry

Product 5ales for 1997

Products Abaove Average Price
Products by Category

4 )

Cuarterly Crders

Sales by Category

SR R

Field:

Sales by Year Table:

3 Sort:

Ten Mast Expensive Products Show- D D

Customers and Suppliers by ... Criteria:

or:
Forms ¥
Reports ¥
Pages ¥
Macros ¥
Modules ¥

Step 5. Click on the second box of the Fe/d row and press the “lbutton again to display the field choices for
the Products table. Select ProductName. Continue in this fashion, with Category/D in the third box and
Discontinued in the fourth box.
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(O} -
el

The completed query

Query Tools | Microsoft Access

Home Create External Data Database Tools Add-Ins Acrobat Design

' x' 0D Union :335 Zalnsert Rows § Insert Columns

H =

. * b 0 Pass-Through = Delete Rows # Delete Columns

View  Run Select | Make Append Update Crosstab Delete o Show . -

- Table ﬁ Data Definition Table °\ Builder if.l,ﬂ Return: |All =

Results Query Type Query Setup
All Access Objects i —@
F Queryl

Tables v i
Queries ®

» Products
i Guarterly Crders by Product .

@ Alphabetical List of Products ¥ ProdudiD

@ s s Producthame

= ategaory Sales for SupplierD

@ Current Product List CategorylD

@ e S ; QuantityPerUnit

= mployee Sales by Cauntry UnitPrice

EH Invoices Unitsinstock

@ S o UnitsOnOrder

3 Inwvoices Filter Reorderieite]

@ Order Details Extended Discontinued

@ Order Subtotals

@ Orders Qry

B Product Sales for 1997

@ Froducts Above Average Price

< ]
@ Products by Category | —— v
R Quarterly Orders |catezorrTn m v
Products | Products

@ Sales by Category Sort | | |

B Sales by Vear SELT | |
e

Testing the New Query

You should always test a new query by running it.

Step 1. On the Design tab, in the Results group, click Aun to run the query.

Running the new query
(B HY-M&- = Guery Tools | Microsoft Access
m = | 2|
Haome Create External Data Database Tools Add-Ins Acrobat Design
EE ' @D Union % Zealnsert Rows f Insert Calumns
fl =
" - | - 0 Pass-Through = Delete Rows #" Delete Calumns
View | Run ‘Select | Make Append Update Crosstab Delete o Show . =
- Tahle ﬁData Definition Tahle °;\ Builder %_fg,ﬂIIRetum: All =
| Results | Query Type Query Setup
All Ace| Run
: - eryl
Tables| Pperforms the actions specified in a
Querig 94EN
: Products

i Cuarterly Crders by Product .

Alphabetical List of Products % ProductiD

e o Producthlame

arelonaales o SupplierlD

Current Product List CategoryID

o S § CQuantityPerlUnit

mplayee Sales by Country UnitPrice

Invaices

Invaices Filter

Order Details Bended
Order Subtotals

Crders Qry

Product Sales for 1997
Products Abaove Average Price
Products by Categaory
Guarterly Crders

Sales by Categaory

G G Gy Gy G G G G G G G G W G G

Sales by Year

Unitsin5tock
UnitsOnOrder
Reorderlevel
Discantinued

|CategorrID

|Products

If all goes well, the new query will run rather quickly, and the following table of results will appear,
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The result of running the new query

Microsoft Access

Tt
2
a3

Lt
@
41

| Home | Create External Data Database Tools Add-Ins Acrobat

% B i -l -S| & Joia
_ 53 Copy - == e Hsave O Spel
Vlfw PEFTE # Format Painter |.B el ”ﬁ' '||@ '”@v“E .J |§E E]lay | Rilievsh X Delete ~ Eh’loru
Views || Clipboard | Font ls Rich Text | Records
All Access Objects |
Tables v ||| & Queryt
Queries e Product - | Froduct Name = | Category -~ Discentin -
B9 Quarterly Orders by Product ﬂ Chai Eeverages r
“51 Alphabetical List of Products . Ch?‘ng Eeve?ages O
S Aniseed Svrup Condiments O
B Category Sales for 1997 _ 4 Chef dnton = Cajun Seasoni: Condiments O
731 Current Product List [ 5 Chef idnton’ s Gumbo Mix Condiments
B Employee Sales by Cauntiy f Grandma’ s Bovsenberry Spre Condiments ]
A Invoices T ncle Bob' s Orzanic Dried [ Froduce O
. [ 8 Northwoods Cranberry Sauce Condiments El
B Invoices Fitter j 9 Mishi Eohe Niku Meat,/Foul try
FEl Order Details Extended | 10 Tkura seafood L

You should inspect all the records in the table of results. You will immediately notice a problem. There are 77
records instead of the expected 69, and some of the records have their Discontinued fields checked. We forgot
to specify that the value of the Discontinued field should be No. We have to correct this error. This 1s why
you should a/ways test your queries.

We also forgot to uncheck the checkbox in the Discontinued field column. But this was fortunate because it
helped us diagnose the problems with our query.

Correcting the New Query
Step 1. Right-Click on 1its title bar and then click on Design View to change back to design view.

Changing back to design view

ﬁﬂn_ l_g =t S Microsoft Access
i
| Home | Create External Data Database Tools Add-Ins Acrobat
== Cut e oty e | I e e 1 =i New % Totals
% 1 £ FiE =11 '|§§§| ;,:;__:Hw | mﬂ =
i & =) s . R %
— 53 Copy 3 T e S | ™ =5 Save  spelling
View Paste = - ~|[EA3 - v [ | [T Refresh
- - # Format Painter |_B sl ”'a' ”Q ||ﬂ|| | iz '_]| il | Al X Delete - EMore'
Views || Clipboard [ | Font 5 Rich Text | Recards
All Access Objects hat| 1234
Tables ¥
Queries 2 |l = query1
uarterly Crders by Product save
A q ¥ i Product ~ | Froduct Name | Category d s
EH Alphabetical List of Products A Chai Feverages| = | Slose
B Categaory Sales for 1997 =) 2 Chang Eeverages| [ Close Al
= Current Product List - | S Aniseed S}?U‘D Condimenti g pesign view
| 4 Chef dnten = Cajun Seaseni: Condiment '
B3 Emplayee Sales by Country il ] ¢ : A SQL - SO Wiew
| 5 Chef Antom = Gumbe Mix Condiment || i
= : H = atasheet View
B Invoices [ b Grandma s Bovsenberry Spre Condiment{— ] ]
B Invaices Filter = 7 Uncle Bob' s Organic Dried Froduce Mja FRctiableiew
5 I PivotChart WView
B Order Details Extended 1 g Nerthweoods Cranberry Sauce Condiment al i
= L 9 Mishi Eobe Niku Meat/Poul try
=  Order Subtotals Iy 10 Tkura ey =

Step 2. Enter Mo in the Criteria row of the fourth column.
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The partially corrected query

Oa) HY-pa- s Query Tools | Microsoft Access
L E— Iz I
Home Create External Data Database Toaols Add-Ins Acrobat Design
i —: ! D Union ] S=lnsert Rows & Insert Columns
B! et ¥ AFE A B: :
P " é Pass-Through ?“ Delete Rows #‘ Delete Calumns
View Run Select | Make Append Update Crosstab Delete Show el
- Tahle W, Data Definition Tahle =\ Builder pal Return: |All *
Results Query Type Query Setup
All Access Objects b5 =
3 Queryl
Tables ¥ il
Queries A
> Products
-] Quarterly Crders by Product =
FFl Alphabetical List of Praducts % ProdudiD
@ oo g ProductMame
R e supplierlD
@ Current Product List CategarylD
@ T S i QuantityPerlnit
“3H Employee Sales by Country UnitPrice
B Invaices UnitsInstack
L'E‘ S s UnitsOnQrder
G OIS EIREL RearderLevel
@ Crder Details Extended Discantinued
@ QOrder Subtotals
@ Qrders Qry
B Product Sales for 1997
@ Products Above Average Price
4
@ Products by Categoy |0 ————— @ @ v
T T T
@ Quarterly Crders Fisid: | ProductID iF::}duc:.\'ue |CategorrID | Dizcontinued
Table: |Products | Products |Froducts | Products
@ Sales by Category et | | |
@ Sales by Year Shaw: l I !
Criteria: No
#a1 Ten Most Exnensive Products AT
Step 3. Run the partially corrected query to test it.
Testing the partially corrected query by running it
(=™ L A e B Microsoft Access
Y e
| Haome | Create External Data Database Toals Add-Ins Acrabat
M E & cut Tk s = B | “@ =i New ;Totals
153 Copy e ey e ——— — =H save spellin
View Paste - - +||EEH ~ abr ||| Refresh
- | - J Format Painter | |_g|[ﬁ;”g |ﬂl|__| | id .|| All~ X Delete ~ EMore'
| Views Clipboard "r_il Fant 5 Rich Text | Records
All Access Objects ¥l %
Tables ¥
Queries 7 ﬁ-‘ Queryl
rterly Crrders by Praduct 7 5
T Chiaftesh nters by Boud Froduct v| Product Name v| Category v|D15cont1nv
@ Alphabetical List of Products E‘Chai Beverages |
EH Category Sales for 1997 =] 2 Chang Eeverages [
31 Current Product List _| 3 Aniseed S}r’rup Condiments ]
& Emol e e IS ¢ Chef Anton s Cajun Seasoni: Condiments L
s e L _| 6 Grandma’ s Bovsenberry Spre Condimerts E
B Invoices = T Tncle Bob’ s Organic Dried  Produce O
B Invoices Filter =) B Northwoods Cranberry Sauce Condiments O
=2l Cirder Retails Frtendead _-| 10 Tkura Seafood |

Inspect all the records in the table of results. Observe that there are the expected number of records, 69, and
that none of the records have their Discontinued fields checked. Thus, the query appears to be correct, except
for the display of the Discontinued field.

Step 4. Return to design view. Click on the Mcheck box in the Discontinued column to uncheck it. This
completes the corrections to the query.
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The fully corrected query
-d:a\“. = R i QueryTools | Microsoft Access
=
Home  Create External Data  DatsbaseTools  Adddns  Acrobat Design
] [} = =4 (] /' § CDunion Sp= SalnsertRows ' Insert Columns
] ) . Xy “ =
. a e . . . @ Pass-Through te Rows W' Delete Columns
2 Show 2
&, Data Definition || Tapz ° e il Return: |All
Results Query Type Query Setup

View Run Select’| Make Append Update Crosstab Delete
v Table

All Access Objects = <« (I
Tables v Il Z Quent
Queries 2
Products
Quarterly Orders by Product 5 =
Alphabetical List of Products ¥ ProduciD
ProductName
Categary Sales for 1997 SupplierD
Current Product List CategonyID
2 ” QuantityPerUnit
Employee Sales by Country UnitPrice
Invaices UnitsInStack
UnitsOnQrder
Invoices Filter
RearderlLevel
Order Details Extended Discontinued

Order Subtotals
Orders Qry

Product Sales for 1997

Products Above Average Price

Products by Category

Quarterly Orders

Sales by Category

sales by Year

BE S GG EE GO

Ten Mast Fynensive Pradurts

Step 5. Test the fully corrected query one more time by running it.

Testing the fully corrected query by running it

' ""f':‘.. = Microsoft Acce
]
—/ Home Create External Data Database Tools Add-Ins Acrobat
[ = e | = =i hey
7 . FiE u lE=ssEEe g
Ll 153 Copy =8 Sav
View Paste o B I U|A "Iﬁv'l@'l'J -| |3= = ||=8% ~ ||| Refresh i
5 F o All~
Views Clipboard Ta Font Ta Rich Text Rec
All Access Objects ] JR23
Tables ¥
Queries K = Quent
B uarterly Orders by Product : :
“ i Product - Froduct Name - | Category -~
=3 Alphabetical List of Products 1 Chai Beverages
= Category Sales for 1937 2 Chang Beverages
T current Product List 3 Aniseed Sy!rup Condiments
i S 4 Chef 4nton s Cajun Seasoni: Condiments
[ mployee Sales by Country :
o 4 o 6 Grandma’ & Boysenberry Spre Cendiments
=

Once more, carefully inspect the table of results. Observe that the query appears to be correct.

Saving the Fully Corrected Query

n
B

You need to save your new query for future use. To save the query, click the Microsoft Office Button ' e ,
and then click Save. Save the query as CurrentProducts so you don't overwrite the Current Product List query
which comes as part of your copy of the Northwind sample database. Save works just about the way Save
works 1n your favorite word processor, so I won't present you with any screen shots. The only difference 1s
that you save the query inside your copy of the Northwind database, so you don't get the usual Windows File
Save dialog box. Instead, you just get a dialog box where you type in the name under which to save the query.

After you have saved the query, close it by clicking on the small x at the top right of the table of results on its
title bar. (Be careful not to click on the x at the top right of the Microsoft Access title bar, or you will close
Access completely.) Then inspect the Query tab and verify that your new query, CurrentProducts, 1s listed
there. You can reopen and run the query any time you want by double clicking its name, CurrentProducts.

What's Next?

The next thing to do is to study Multi-table QBE Queries
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Chapter 6. Multi-table QBE Queries

Converting the CurrentProducts Query to a Multi-table Query

The CurrentProducts query that you developed and saved in the last chapter only displays the ProductiD,
ProductName, and CategorylD fields of the products which have not been discontinued. These fields, and the
Discontinued field, are all part of the Zroducts table, so you only needed that one table in the design of the
query.

But suppose you wanted to change the query so it would also present the name of the supplier of each product,
and the suppliers telephone number. The supplier name 1s available in the Products table in the SupplierlD
field. (Strictly speaking, this isn't true; instead the numerical SupplierID is available. But the designers of the
Northwind sample database made it appear as though the supplier name 1s available.) However, the supplier's
telephone number 18 NOT available in the Products table, so we have to use a second table, the Suppliers table,
where it is available.

Let us convert the CurrentProducts query to a multi-table query.

Step 1. Be sure the Queries tab s selected and visible in the database window. Open the CurrentProducts
query in design view by right-clicking it and then clicking on the Design View button.

Opening the CurrentProducts query in Design View
o) i) +

J
| Home | Create External Data Database Tools Add-Ins Acrobat

B[R e ll =i |

E Paste A oy I 4 I _| i:ﬂ
- - JF Format Painter |||B ok E”ﬁ-”ﬁ||@“—| ‘!j

Views | Clipboard il Font || i

All Access Objects | 4

Tables ¥

Queries Py

] Quarterly Orders by Product
1 Alphabetical List of Products

H Category Sales for 1997

=
=
@ Current Product List
=

H  Employee Sales by Country

@ Invoices

If all goes well, you will see the familiar CurrentProducts query you designed, tested, and saved in the last
chapter.
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The Design View of the CurrentProducts query

(0= ) L S BN Query Tools | Microsoft Access
(S | A ——— —
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or:

Step 2. On the Design tab, in the Query Setup group, click Show Table to display the Show Table dialog box.

Displaying the Show 1able dialog box

(O ) 1= B BE R Query Tools | Microsoft Access
i | B el il
Home Create External Data Database Tools Add-Ins Acrobat Design

e — 0D Union ) Zalnsert Rows 3 Insert Columns
& 1! A B X el i e
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All Access Objects =
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@ Current Product List CategoryID
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@ Order Details Extended
@ Order Subtotals 1
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B Product Sales for 1997 |

|
@ Products Above Average Price |
@ Products by Category Cxtezias

ox:

Mnartarhe Oirdare

Step 3. When the Show 7Table dialog box appears, select the Suppliers table and press the Add button.
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Adding the Suppliers Table
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Step 4. Close the Show Table dialog box by pressing the Close button. If all goes well, you will see both the
Products table and the Suppliers table in the design view window.

The Products and the Suppliers tables both displayed

fEl H = Sl 7 Query Toals | Microsoft Access
Home Create External Data Database Toals Add-Ins Acrobat Design
i 0D Union ‘GInsert Rows & Insert Columns
= e+ A " : j a
' e = ® @ Pass-Through Rows W Delete Columns
VIEW Run ‘Select | Make Append Update Crosstab Delete L Show
| Table ﬁ Data Definition Tahle &= 4.,] Return: | All =
Results Query Type Query Setup
All Access Objects )| e =jﬂ
B CurrentProducts
Tables ¥
Queries % ™ ;
Praducts Suppliers
| Cuarterly Crders by Product . .
EF Alphabetical List of Products % ProdudiD 7 supplierD
@ e it ProductMame CompanyMame
- SLEHOREEsI0E SupplierlD ContactMame
=3 Current Product List CatzgarylD ContactTitle
@ e T QuantityPerUnit Address
. HHIERRIRRRES UnitPrice City
@ Employee Sales by Country UnitsInStack =
@ i UnitsOnOrder
. FYDIEE Reorderlevel
ﬁ.‘ Invaices Filter Discontinued
@ Order Details BExtended
25 Order subtotals w0
B Orders Qy Field: | | ProductNazs
£ Product Sales for 1997 Table: [Efbaiste
Sort:
@ Products Above Average Price Show: | | | ]
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"$ Quarterly Crders

The Iine running from ZFroducts to Suppliers denotes a many-one relationship between the two tables.
Microsoft Access 2007 incorporates relationships as objects separate from tables, so you can design directly
from Entity-Relationship diagrams. Access also uses relationships to automatically generate joins between
tables. In this chapter of the tutorial, you can safely ignore relationships.

Step 5. Be sure the cursor is in the box in the 7ab/e row immediately to the right of the Discontinued column.
Press the EIbutton 1n the box to display the table choices. Select Suppliers.
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Selecting the Suppliers table
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Step 6. Click on the box of the Feld row just above where you selected the Suppliers table, so you can choose
the proper field from the Suppliers table.

Ready to select a field from the Suppliers table
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Step 7. Press the “lhutton again to display the field choices for the Suppliers table. Select SupplieriD.

IMSE1013: Database: A Quick Microsoft Access 2007 Tutorial Page 33



Selecting the SupplierlD tield
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Step 8. Enter Products.Supplier[D in the box in the Criterza row and the Suppliers column. This will guarantee
that Suppliers.SupplierlD = Products.Supplier[D, so that you will match up the correct product with the
correct supplier.

Entering Products.SupplierID 1n the criterion box
I_(n%_ EI =0 7 | QueryTaols | Microsoft Access
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Note. Strictly speaking, this 1s not necessary because of the Microsoft Access many-one relationship between
Products and Suppliers. But we have included it for clarity. (Remember, we are ignoring Access relationships
in this chapter.)

Step 9. Click the Mcheck box in the Suppliers column to uncheck it.

IMSE1013: Database: A Quick Microsoft Access 2007 Tutorial Page 34



The query with the Suppliers column checkbox unchecked
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Step 10. Repeat steps 5 through 7 in the blank column immediately to the right of the Suppliers column you
just completed. Select the Suppliers table and the CompanyName field. Be sure you leave the Mcheck box
checked, and be sure you leave the box in the Criteria row blank.
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Step 11. Repeat this in the next blank column immediately to the right of the Suppliers column you just
completed. Select the Suppliers table and the Phone field. This completes the multi-table query.
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The completed query
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Testing the Multi-table Query
Remember, you should always test a new query by running it.
Step 1. Run the completed query.
The table of results for the multi-table query
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Caretully examine the table of results. It appears to be correct, so the completed query appears to be correct.

Saving the Completed Multi-table Query

Save the completed multi-column query for future use as CurrentProductsAndSuppliers. (The period is there
for grammatical reasons and is not part of the name.) Be sure you use Save As rather than Save from the

LB .
Microsoft Office Button “**, and then click, because Save doesn't allow you rename the query.

Displaying the Multi-table Query in SQL View

Let us look at the SQL behind the query by displaying the query in SQL View.
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Step 1. On the Home tab, in the Views group, click View Menu and then click SOL View to look at the query
in SQL view.

Displaying the query i SQOL view

Do)\\H92-®&- )+ Microsoft Access
| Home l Create External Data Database Toals Add-Ins Acrobat

[ E=Y ik ey = = = T =i New ¥ Totals Al oy r Yj Selection = T [

%_ i j 153 Copy | 'L. ';ll | :‘T_| || =8 Save 9' Spelling ;l E Advanced - !
few | . == - i i

Vtsw | Pa‘ste JF Format Painter |¥H§“&| %' | ;Hi' Ri‘ﬁ?h K Delete » S More - || 3 Filter W Togagle Filter FSi{Z;Otrom wﬁ

|
] Font s i_ Rich Text Records Sort & Filter | Windc

Datasheet View —
— | «
= ¥
| |[[F| Pivetrable view -
%~

£ CurrentProductsAndSuppliers

ﬂ PivotChart View Inud: g "_i Product '] Product Name = | Category - | Company Name - ‘ Fhone =
- Hucts || fl chai Beverages Exotic Liguids (171) 555-2222
=i 2 Chang Eeverazes Exotic Liguids (171) B55-2222
|SQL SQL View | = 2l4nisesd Syrup Condinents |Exetic Liguids (171) BE&-2222
| - 4 Chef Anton’ s Cajun Seasoni: Condiments New Orleans Cajun Delights (100) 555-4822
% Design View - 6 Grandma’ s Beysenberry Spre Condinents Grandma Kelly' = Homestead (313) 555-5735
lPﬁE“ | | 7 Uncle Bob's Organic Dried | Produce Crandna Kelly' s Homestead (312) 555-5735
£ Employes Sales by Country | | 2 Northwoods Cranberry Sauce Condiments Grandma Kelly' s Homestead (313) 555-5735
B nwolces - 10 Tkura Seafood Tokyo Traders (03) 3555-5011
T | | 11 C;Jueso gabr_ales Da:jlry Proc?uct Cooperat%va c?e lEJuesos j{.as (Eapl (9?) 595 76 ?‘1—

If all goes well, the SOL View display of the query will look like

The SQOL view of the multi-table query

Oa) 97 | Query Tools | Microsoft Access
o ]
Home Create External Data Database Toals Add-Ins Acrobat | Design
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@ Alphabetical List of Products :FRO!:{ Suppliers INNER JOIN Products ON Suppliers, SuppiierID = Pr c i3
WHERE ([{Products.Discontinued)=No} AND ((Suppliers.SupplierID)=[Products]. [SupplierIDI}}:
@ Categary Sales for 1997 |

@ Current Product List

Note. The INNER JOIN appears in the SQL because of the Access many-one relationship between the
Products table and the Suppliers table. The query will work correctly without the INNER JOIN, as we shall
see 1n the next chapter.

What's Next?

The next thing to do is to study SQL Queries
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Chapter 7. SQL Queries

Overview

You need to become familiar with SQL (Structured Query Language) because you will need it if you ever
develop a Microsoft Access application and have to issue queries through code. You also need SQL to query
other database systems, such as Oracle and MySQL. Finally, once you know SQL, 1t 1s often easier to write a
query directly in SQL than to design it using Access's QBE interface.

One of the best ways to learn SQL i1s to build QBE queries and then inspect and alter the query in SOL View.
You are going to do just that with the CurrentProductsAndSuppliers query that you developed and saved in
the last chapter. In detail, you are going to copy the SQL from the CurrentProductsAndSuppliers query, start a
new blank query, paste the SQL into the new query, and save the new query under a new name. Then, you are
going to change the SQL behind the new query.

Copying the SQL from the CurrentProductsAndSuppliers Query

Step 1. Be sure the CurrentProductsAndSuppliers query 1s visible in SQL view. By now, you know how to
open the query and change to SQL view if it is not.

The SQOL view of the CurrentProductsAndSuppliers query
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Step 2. Select the SQL text and copy it to the clipboard using the Edit menu.

Copying the SQL text to the clipboard
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Step 3. Close the query by clicking on the small x at the top right of the SQL View window on 1its title bar.
(Be careful not to close Microsoft Access by clicking on the x at the top right of the Microsoft Access title
bar.) If a dialog box comes up asking you if you want to save the changes to the query, answer /No.

Starting the New Query
Step 1. Be sure the Queries tab 1s visible. On the Create tab, in the Other group, click Query Design.

Starting the new query
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Step 2. Because you want to start a new blank query, press C/ose as soon as the Show Table dialog box
appears.

Closing the Show Table dialog box
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You should see a new blank query in design view, with no tables.
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The new blank query in design view
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Step 3. Change to SQL view. By now, you know how.

The new blank query in SOL view
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Pasting SQL into the New Query

Step 1. Paste the SQL you have previously copied to the clipboard into the new query's SQL view window by
selecting the text in the window 1if necessary, clicking Paste on the Paste menu in c/ipboard group of the
Home tab.
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Pasting the SQL 1nto the SQOL view window
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The result will be that you have the SQL from the CurrentProductsAndSuppliers query pasted into the SQL
view window of your new query

The SQL pasted nto the new query SQL view window
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Simplifying the New Query SQL

The SQL view window is a complete, though simple, text editor. You are going to szmplify the SQL you have
just pasted in by editing it.

Step 1. The parentheses in the SQL are not needed, so delete them.

Step 2. The INNER JOIN statement is not needed either, so remove it too. (Remove everything after the
FROM on the INNER JOIN line.) You do need to say what tables you are using though, so insert
PRODUCTS, SUPPLIERS after the FROM. The simplified SQL in the SQL view window of the new query
should look like
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The simplitied SOL
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@ Category Sales for 1997
@ Current Product List
@ CurrentProducts
@ CurrentProductsAndSupplisrs
Testing the Simplified New Query
Remember, you should always test a new query by running it.
Step 1. Run the completed query.
The table of results for the simplitied new query
o [ L S RN Microsaft Access
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Note that the table of results is the same as that for the CumrentProductsAndSuppliers query. Thus the new
query appears to be equivalent to the CurrentProductsAndSuppliers query, even though the SQL has been
greatly simplified by replacing the INNER JOIN by a WHERE clause. Most people who write SQL use
WHERE clauses instead of JOINs because WHERE clauses are so much simpler.

Saving the Simplified New Query

Save the simplified new query for future use as SQLQuery. (The period 18 there for grammatical reasons and
18 not part of the name.) Yes, the name SQLQuery 1s a dumb one, but there are only so many variations on the
more descriptive CurrentProductsAndSuppliers name.

Displaying the SQL Query in Design View

Once a query has been built with SQL, it has a perfectly reasonable design view (QBE view). Let us verify

this by displaying the SQL query in design view.
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Step 1. Change to the Deszgn View of the query. By now, you know how.

The SQOL query in design view
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Note that the design view of the SQL query is nearly the same as the design view of the
CurrentProductsAndSuppliers query. Note the two tables displayed in the tables panel of the design view
window. Only the line denoting the Access many-one relationship is missing. Note how similar the tabular
QBE panel of the SQL query is to the QBE panel of the CurrentProductsAndSuppliers query. Only the order
of some of the columns is different.

You can switch back and forth between designing a query in SQOL View and Design View at will. You should
mix and match, and use whatever 1s simplest at the time.

What's Next?

Congratulations! You have finished A Quick Microsoft Access 2007 Tutorial. If you want to review, you
should go back to the introduction to select the chapters you want to revisit.

If, for any reason, you want to delete any of the queries you have saved, you select the query to be deleted
and use Delete from the Edit menu.

There is much more to learn about Microsoft Access, especially about Forms. In Microsoft applications,

Forms are windows used to interact with the application. Most Microsoft Access databases use Forrs to make
1t easy for people to interact with the database.
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1 want to satisty your curiosity about forms, try selecting the Forms tab and then open the Main Switchboard
form. Then use it to open various other forms in the Northwind sample database. By now, you know enough
to switch back and forth between form view and design view, so you can learn something about how forms
are constructed. Each form has an associated code module, written 1n a form of Visual Basic called VBA
(Visual Basic for Applications). To view the code, switch to code view.

ilin]
To close Microsoft Access 2007, Click the Microsoft Office Button “ ™, and then click Close Database.
(Alternate procedure: Click on the small x at the very top right of the Microsoft Access window.) But I'm sure

you already know that.
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